City of Prineville

Finance Officer

Bookkeeper

Position Summary:

Performs routine clerical, bookkeeping, accounting, and administrative work in performing the duties of accounts receivable, and assisting with the accounts payable.

Position Status:   _____________exempt     ______x______non-exempt

Reports to:  Food & Beverage Manager, Director of Golf Operations
Essential Functions:

· Balances all restaurant cash receipts, forwards information to Finance Officer (A/P) for input into financial computer system (Incode).

· Maintains the daily cash balance and balancing cash on hand against receipts of wait staff; makes change for the wait staff as needed. 

· Prepares and balances deposits; transports to banking institution.
· Prepares accounts receivable billings, prepares assessment billings, and any other miscellaneous billings when required.  

· Answers incoming telephone calls.

· Operate various office machines such as computers, calculators, typewriters, copy machines, and fax machines.

· Provides clerical support to other staff as required.

· Composes, types, and edits a variety of correspondence, reports, memoranda, and other material requiring judgment as to content, accuracy, and completeness.

· Serves as hostess during the lunch hour.

· Maintain facilities change bank. 

· Inventory control.

Qualification Requirements

Knowledge, Skills & Abilities

· Knowledge of business English, spelling and arithmetic. 

· Knowledge of office practices, procedures and use of standard office machines. 

· Knowledge of bookkeeping principles and practices. 

· Knowledge of computer/MS Word & Excel processing data input procedures and e-mail. 
· Working knowledge of governmental accounting principles and practices.    
· Providing good customer service to public and employees.

· Accurate record keeping, organization and maintenance of City files.

· Preparing daily, periodic and special reports.  
· Make routine arithmetic computations and tabulations accurately and with reasonable speed. 

· Learn assigned clerical tasks readily within a reasonable training period, and to adhere to prescribed departmental routines. 

· Establish and maintain effective working relationships with other employees and the public. 

· Understand and carry out oral and written instructions. 
· Communicate effectively verbally and in writing.

· Work under pressure and/or frequent interruptions.
Special requirement/licenses: None

Education/Experience required:

High school graduate or GED recipient.  Prefer prior accounting and office experience of two years or more.

Supervisory Responsibilities:  None

Working Conditions:

While performing the duties of this position, the employee is regularly required to stand, walk and sit.  You may be required to lift and/or more up to 50 lbs.  Good vision is required.

The work environment is the usual office setting.  The noise level is typically similar to general office work with telephones, personal interruptions and background noises.  The work is performed in a temperature-controlled, well-lit office.
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